ePay Quick Reference Guide

First Time Self-Service Login Instructions

First Time Self-Service Login ONLY:

MSN.com - Microsoft Internet Explorer

1. Open Internet Browser (For Example: Internet Explorer) fle Edt View Favorites Tools Help

. il

2. Type the Self-Service web address in Address Box P Back ¥ g o] | o—=garch o Favorites

https://eapps.erp.delaware.gov ddress

3. Press Enter or Click Go

4. Enter User ID (User ID = six-digit Employee ID number)
5. Enter Default Password in Password box=de$mmdd####

de=de (for Delaware)

$=$ (Dollar Sign Symbol on Keyboard) Address | ] https:/feapps.erp.delaware. gov/
D e.goy | Text Only

mm = your birth month (Ex: 04 for April birth month)
dd =your birth day (Ex: 26 for the 26w day of birth month)
#Ht#=last 4 digits of your Social Security Number

6. Click Sign In -You will be prompted to change password

7. Click Change Password | vour Seatch..

POffice of Management and Budget OePay

8. Enter Default Password = deSmmdd#### (See Step 5)
HOME Employee Self-Service

9. Create and enter a new “Strong” Password —
9 ANNOUNCEMENTS Login to Employee Self-Service to access: ePa

e Strong Passwords are case-sensitive and may not SELF-SERVICE : =
. USER ACCOUNT Log-In Required
contain your UserlD (Employee ID number) ASSISTANCE Please enter your User-ID and Password below:
e Strong Passwords must:: NEW USER
) INFORMATION :
o be at least eight-characters long E”PL:YEE s UsarD
. C 3 . T
o include alpha characters SERVICELOGIN Password:
o contain at least one number Sign In
o contain at least one of the following “special”

characters | @ #$ % 2 * () ?

10. Enter new Password again
11. Click Change Password
e Following Message will appear:
“Your password has been changed”
12. Click OK
13. Click Employee Self Service



https://eapps.erp.delaware.gov/

ePay Quick Reference Guide

Self-Service Login after Changing Default Password

View Paycheck
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ePay Self-Service Login:

1. Open Internet Browser (For Example: Internet
Explorer)

2. Type the Self-Service web address in
Address Box.

https://eapps.erp.delaware.gov

3. Press Enter or Click Go

4. Enter User ID (Six-digit Employee ID number)

5. Enter your Password

6. Click Sign In

7. Click Employee Self Service

8. Click Payroll and Compensation

9. Click View Paycheck - The page displays the
most current pay data

To View Prior Paychecks:

1. Click View a Different Payment

2. Click the Pay Period End Date of the pay
data you wish to view.

Papoatt Tyge Py de b Marde Accoad Type oot
Drect Desost Yoty 16 neckies 18416
View Paycheck Printer Friendly
Christmas Carol
Company: Net Pay: $428.43
State of Delaware Pay Begin Date:  02/01/2009
Address: PayEndDate:  0214/2008
820 Silver Lake Blvd, Suite 100 Check Date: S

Ciover, DE 19904

Wiew g Different Payment

Login Issues?
Contact the Employee Self-Service
Call Center toll-free at (866)751-7833

Need More Information?
For Employee Announcements,
User Account Assistance, and
New User Information, visit the
Employee Communications Website:

https://eapps.erp.delaware.gov
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